
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 



3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: OAR NOAA Corps Liaison Officer
	From Name: Executive Director, OCD
	Routing Code: R/E/AO
	Address: 4301 Rickenbacker CausewayMiami, FL 33149-1026
	Telephone Number: 3053614374
	Telephone Extension: 
	Billet Title: Executive Director, Ocean Chemistry Div. AOML
	Billet Number: 3205
	Rank Requested: O-3 to O-4
	GS_GM Equivalent: GS-13
	New Billet_Yes: 
	Immediate Supervisor: Dr. Donald K. Atwood
	Title: Director, Ocean Chemistry Div
	Supervisor_Telephone Number: 3053614374
	Supervisor Telephone Extension: 
	Educational Requirements: Educational requirements as upon entry into NOAA Corps.Officer should have a BS, MS in Chemistry, Biology, Oceanography, or other similar fields.Previous assignment to OAR, AOML, of ERL very helpful
	Other Qualifications: The officer should have good written and oral skills, and will be expected to utilize the division's word-processing and spreadsheet programs.
	Billet Description: The incumbent serves as the Executive Director and financial officer for the Ocean Chemistry Division, Atlantic Oceanographic and Meteorological Laboratory in Miami, FL.  The division has a staff of 37 scientists, technicians, and support personnel performing atmospheric studies.  Administrative duties:1.  Division contact for ship requests, clearance documents, program, plans, and annual report input.2.  Contact for NOAA Corps billeting information for the division.3.  Division financial officer, responsible for administering division-wide and individual project budgets.4.  Serves as Executive Director for the National Coastal Ocean Program Nutrient Enhanced Ocean Productivity Program in the Northern Gulf of Mexico.Supervisory duties:1.  The officer will supervise division employees as given by the Director.  The present intent is the have the officer supervise one ET and 2-3 physical science technicians.
	Supervisory Billet_Yes: x
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 4
	If Supervisory Billet_Grade: ET, GS-11, GS-9
	Duties and Responsibilities: The overall financial responsibility rests with the Director.  The OCD Director will be assisted by the officer in this billet in est., implementing, and tracking division funding.Specific financial duties of the officer include:1.  Works in conjunction with one or more of the following to est. the overall division budget: OCD and AOML director and AO2.  Closing out division spreadsheets for the end of the fiscal year.3.  Est. the funding levels for specific projects and division employees with regard to their base and reimbursed funding.4.  Establishes the OCD spreadsheets for each of the OCD projects at the beginning of the new fiscal year.5.  Tracks the reimbursable funds for the division.6.  Approves and administers all procurements for the Division.
	Career Development Opportunities: The officer will serve as the executive assistant to the Director of the OCD.  As such, he will interact with all the principal investigators and their programs.  The OCD has the most diverse research activities of the four divisions at AOML, encompassing ocean and atmospheric chemistry and biology topics.  A diverse familiarity with the conduct research programs, funding, program development and requirements, and budgets will be acquired, as well as a knowledge of the functioning of the Environmental Research Laboratories and the Office of Oceanic and Atmospheric Research.As the Executive Director of the NECOPP the officer will be involved in coordinating an interdisciplinary program among 2 ERL labs and 8 academic institutions.  The officer will be actively involved in the process of editing and publishing a dedicated issue of a peer-reviewed journal.
	Additional Comments: 
	Supervisor Signature Date: 2/17/1995
	New Billet_No: x
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 


